TODAY’S SECRETARY 


Ni D a Volume 70 


September 1967—June 1968 


Accepting the Challenge (Let's Talk About), 
S 44 

Action Calendar, Ap 34 

Adams, Dorothy: The Tec-Sec, $ 64, N 55, 
Ja 16, Mr 46, Ap 61 


ADVANCEMENT: let's Talk About (a monthly 
feature) 

All That Money Can Buy (Let's Talk About), 
Je 43 

And She Shall Have Music, Ja 20 

Are You Safe at Work? D 22 


ARITHMETIC 
The Making of Math (Last Page), Ja 62 
100% Prepared (Think it Out), 0 42 
Around in Cycles (Let's go), O 18 
Ask the Experts (a monthly department) 
Atlanta, D 24 


AWARDS 
Let's Talk About (a monthly feature) 
OGA Copy (a monthly feature) 
Typewriting Speed Test (a monthly feature) 
Typing Production Test (a monthly feature) 
Bailey, John M. (Chairman, Democratic National 
Committee): Life of the Party, My 23 
Balliet, Lin (Secretary to Florette Zuelde, 
Festival Orchestra Manager): And She 
Shall Have Music, Ja 20 
Beating the Mail Miseries (Last Page), F 78 


BEAUTY 
The Best of Dark and Bright, N 34 
Grandma's Old-Fashioned Homemade Beauty 
Recipes, My 32 
Is a Hairstyle a Blue-Chip Investment? O 40 
Keep Your Sunny Side Up, Je 31 
Micro-Makeup for Mini-Purses, D 31 
Poise Is... , Ap 40 
Posture From A to Z, $ 40 
Simply Beautiful, Mr 28 
A Walk on the Soft Side, F 41 
Begin It (Editor's Note), $ 25 
The Best of Dark and Bright (Beauty), N 34 
The Big Buildup (Fashion), S 37 
Big Fish, Little Pond; Little Fish, Big Pond, 
$34 
The Big Train That Does (Let's Go), F 22 
Biology Terms, My 49 


BOOKS AND BOOK REVIEWS 
Bookshelf, S$ 70, Mr 11, Ap 11, My 19, 
Je 18 
Current Aids and References (The Tec-Sec), 
My 54 
U.S. Government Publications (Ready Ref- 
erence), My 30 
Bookshelf, $ 70, Mr. 11, Ap 11, My 19, Je 18 
The Boss’ Choice (Fashion), Ap 32 


BOSSES 
The Boss’ Choice (Fashion), Ap 32 
Gomes Bosses Play, Ja 28 
How Loyal Is Too Loyal? Ap 30 ' 
How to Keep Your Boss From Having a Heart 
Attack, Ap 28 
The Human Side, N 13, My 10 
The Major and the Martyr, Mr 27 
A Question of Attitude (Think It Out), 
Ap 42 
Brandon, Marge: Speak Up and Speak Out, 
D 26 
Bredow, Miriam: Medical Diary (a monthly 
feature) 
Business Card Play (Ready Reference), Je 42 
But It's a Bomb! $ 33 
But You Are Appreciated (Last Page), Mr 58 
The Care ond Feeding of Clients, S$ 36 


CAREERS (see: Jobs) 

Cartoons, $ 60, $ 65, S 66, S 72, S 73, S 75, 
D 47, D 58, My 56, My 62 

The Case of the Wandering Mind, F 38 


CHARM (see: Beauty) 

Chase, Sue: And She Shall Have Music, Ja 20; 
The Best of Dark and Bright (Beauty), 
N 34; Come to a Party, D 28 Creative Com- 
muting, Ja 24: Expo's Geodesic Genius, 
Ap 25; Hour Power, My 28; Is a Hairstyle 
a Blue-Chip investment? (Beauty), O 40; 
Jobs in Travel, F 33; Keep Your Sunny Side 
Up (Beauty), Je 31; Micro-Makeup for 
Mini-Purses (Beauty), D 31; Mrs. Secretary 
1968, Je 24; Poise Is... (Beauty), Ap 
40; Posture From A to Z (Beauty), S$ 40; 
Simply Beautiful (Beauty), Mr 28; Staving 
Off Starvation (Beauty), O 35; Take a 
Giant Step, S$ 26; A Walk on the Soft Side 
(Beauty), F 41 

Clients, The Care and Feeding of, S 36 

Come on Columbus! (Let's Go), Ap 13 

Come to a Party, D 28 

Common Writing Faults (Word Teasers), N 18 


COMMUNICATIONS (see also: Correspondence) 
is Anybody Listening? Mr 30 


COMMUTING: Creative Commuting, Ja 24 
Convention Coverage (Editor's Note), O 25 


CONVENTIONS 
Convention Coverage (Editor's Note), O 25 
National Association of Educational Secre- 

tories, O 26 
National Association of Legal Secretaries, 
oO 27 

National Secretaries Association, O 25 

Cook Alone and Like It, Ja 36 

Corbett, Linda Stalter: Around in Cycles (Let's 
Go), O 18; Atlanta (Zippy Cities), D 24; 
Big Fish, Little Pond; Little Fish, Big Pond, 
S$ 34; The Boss’ Choice (Fashion), Ap 32; 
Come on Columbus! (Let's Go), Ap 13: Den- 
ver (Zippy Cities), O 38; A Dutch Treat (Let's 
Go), My 17; The Edge of Space, Mr 21; 
Florida (Let's Go), Mr 16; HemisFair ‘68 
(Let's Go), Ja 10; Million-Dollar Sparkles 
for the Penny-Poor (Fashion), Ja 27; More 
Than Child's Play, D 19; My Wife, the Cake- 
winner, Je 28; Out of This World Suits 
(Fashion), Mr 34; Solo (Let's Go), N 14; 
Take Them Along (let's Go), Je 12; They 
Won't Leave Knits Alone (Fashion), D 32; 
Three Cheers for the Red, White, and Blue 
(Fashion), My 36; To Vietnam With Baby 
Tale and Typewriter O 29; We Want Every- 
one to Fly (Let's Go), S$ 14; Winter Wonder 
ing, F 27 


CORRESPONDENCE (see also: English) 
Ask the Experts (a monthly department) 
Becting the Mail Miseries (Last Page), F 78 
Common Writing Faults (Word Teasers), 
N 18 
International Telegrams (Ready References), 
N 33 
The Man From Uncle .. . Som (Ready 
Reference), D 30 
The Terrible Typist (Think It Out), D 27 
Writing Business Letters, F 36 
Writing Figures (World Teasers), My 15 
Writing Social Business Letters, Mr 33 
Coyle, Jean S.: In Support of Justice, O 33 
Creative Commuting, Ja 24 
Creative Playthings, Inc.: More Than Child's 
Play, D 19 
Crisis! (Think It Out), Mr 26 
Curiosity (Editor's Note), F 25 
Denver (Zippy Cities), O 38 
Deutsch, David: William Shakespeare Discusses 
Today's Secretary, My 52 
Develop the Dictionary Habit (Ready Reference), 
$ 32 
Dewey Decimal System (Ready Reference), 
Mr 32 


DICTIONARIES 
Develop the Dictionary Habit 
erence), S$ 32 
Dictionary Know-How (Think It Out), N 38 
Technical Dictionaries (The Tec-Sec), My 61 
Dilworth, Cathy: Word Teasers 
department) 
The Double Standard (Let's Talk A 
oan bout), 


(Ready Ref- 


(a monthly 


Dreher, Barbara: Groom Your 


Speech! O 37 
A Dutch Treat (Let's Go), My 17 


ECONOMICS 

U.S. Economy and Us, My 26 

U.S. Economy and Us 1975, Mr 24 

Why the Surtax? Ja 22 
Eddieman, Lori (Writer-Stenographer to Maj. 
Robert Zehring): The Edge of Space, Mr 21 
The Edge of Space, Mr 21 
Editor's Note (a monthly feature): Begin it, 
S 25; Convention Coverage, O 25; Curiosity, 
F 25; The ‘‘Future’’ Is Now, Mr 19; Half 
the World, Ja 19; Help Us Help You, My 21; 
Mrs, Secretary: Mainstream 1968, Je 23; 
Secretaries Make Management Media, Ap 23; 
Weory of Predictions, N 21; What Are You 
Giving This Year? D 17 


EDUCATION 

Continuing Education for Medical Secretaries 
(Medical Diary), Ap 55 

Education for Legal Secretaries (On the Side 
of the Law), My 61 

Learning—Where the Action Is (Last Page), 
S 88 

The Professional Course for Legal Secretaries 
(On the Side of the Law), O 66 


EDUCATIONAL SECRETARIES: The  €Ed-Sec: 
Decision Making, D 46; In-Service Training, 
My 65; Keeping Records, O 62; Lobby Duty, 
Ap 56; Professional Standards Program, Je 
64; A Public Image, $ 66; School Hostess, N 
54; Secretary to the School Board, F 56; 
Small-College Secretary, Mr 46; Writing a 
Personnel Handbook, Ja 16 


ENGLISH 


Ask the Experts (a monthly department) 

Capitalization (Ready Reference), O 34 

Confusing Word Pairs (Word Teasers), Mr 
15 

Conjunctions (Word Teasers), Mr 14 

Common Writing Faults (Word Teasers), N 18 

Develop the Dictionary Habit (Ready Ref- 
erence), $ 32 

Dictionary Known-How (Think It Out), N 38 

Grammar: The Fine Points (Ready Reference), 
Ja 30 

Groom Your Speech! 0 37 

Hyphenation (Word Teasers), Ap 17 

Improve Your Reading (Think It Out), Je 34 

Misused Verbs (Word Teasers), D 13 

Piurals and Possessives (Word Teasers), F 17 

Prepositions (Word Teasers), O 10 

Punctuation (Word Teasers), Je 17 

Spelling (Word Teasers), Ja 15 

Test Your Reading (Think It Out), Je 39 

A Tour of the Capital (Ready Reference), 
on 

Using Prepositions Correctly (Word Teasers), 
°o 10 

Pronouns (Word Teasers), Ja 14 

Pronouns and Antecedents (Word Teasers), 
D 12 

Sentence Structure (Word Teasers), Ap 16 

Vocabulary (Word Teasers), S 17, F 16, 
Je 16 

Who/Whom (Word Teasers), N 19 

Writing Figures (Word Teasers), My 15 


ENTERTAINING: Come to a Party, D 28 





EQUIPMENT 
Haute Couture Telephones, Ja 35 
Product Points, S$ 81, O 14, F 20, Mr 8, 
Ap 19, My 51, Je 63 
Something Old, New, Borrowed, Blue (Last 
Page), O 74 


ETIQUETTE (see also: Office Problems and 
Customs) Mind Your Office Manners, N 39 

Executive Secretary Round Table, Ja 28, Ap 30 

Expo's Geodesic Genius, Ap 25 

Facing Up to a Fire Hazard (Last Page), F 78 


FASHION 

The Big Buildup, $ 37 

The Boss’ Choice, Ap 32 

Million-Dollar Sparkles for the Penny-Poor, 
Ja 27 

Out of This World Suits, Mr 34 

They Won't Leave Knits Alone, D 32 

Three Cheers for the Red, White, and Blue, 
My 36 


FILING: Where's That Paper? D 23 

Florida (Let's Go), Mr 16 

For Beginners Only, $ 30 

Freeman, Ann E.: Government Terms, O 47 

From Our in Box (a monthly department, 
except O 

Fuller, R. Buckminster: Expo's Geodesic Genius, 
Ap 25 

The ‘‘Future’’ Is Now (Editor's Note), Mr 19 

Games Bosses Play, Ja 28 

Gano, Cmdr. John (E.0.D. Facility): But It's 

a Bomb! $ 33 

Geography Terms, F 47 

Gold, Ann Merker: Editor's Note: Begin It, $ 25; 
Convention Coverage, O 25; Curiosity, F 25; 
The ‘‘Future’’ Is Now, Mr 19; Half the 
World ..., Ja 19; Help Us Help You, 
My 21; Mrs. Secretary: Mainstream 1968, 
Je 23; Secretaries Make Management Media, 
Ap 23; Weary of Predictions, N 21; What Are 
You Giving This Year? D 17; How Loyal Is 
Too Loyal? Ap 30 


GOSSIP: The Human Side, Ja 9 

Government Terms, O 47 

Grammar: The Fine Points, (Ready Reference), 
Ja 30 

Grandma's Old-Fashioned H d 
Recipes (Beauty), My 32 

Gregg Shorthand Puzzle, $ 78, F 46, Ap 58 





Beauty 


GROOMING (see: Beauty) 


Groom Your Speech! O 37 

Groundwork for Switching Cities, My 31 

Half the Worid (Editor's Note), Ja 19 

Harte, Frances (Secretary to John M. Baily, 
Chairman, Democratic National Committee) : 
Life of the Party, My 23 

Haute Couture Telephones, Ja 35 

Help Us Help You (Editor's Note), My 21 

HemisFair '68 (Let's Go), Ja 10 

Hershey, Robert: U.S. Economy and Us, My 26; 
U.S. Economy and Us 1975, Mr 24; Why the 
Surtax? Ja 22 

Hopkins, Ginny: Cook Alone and Like It, Ja 36; 
Seattle, Je 32 

Hour Power, My 28 

How to keep Your Boss From Having a Heart 
Attack, Ap 28 

How Loyal Is Too Loyal? Ap 30 

How to Wed and Work, Too, Je 29 

How's Your In-Basket Technique? $ 42 

The Human Side (a monthly feature, except M) 

1.C.C.L. (Let's Talk About), O 44 

Improve Your Reading, Je 34 

In Business Terms (Ready Reference), Ap 39 

In Support of Justice, O 33 

International Telegrams (Ready Reference), N 33 

Is Anybody Listening? Mr 30 

Is a Hairstyle a Blue-Chip Investment? (Beauty), 
oO 40 

It's All Talk (Think It Out), F 35 

Jarratt, Charlotte: The Ed-Sec (a monthly 
feature) 

Javits, Senator Jacob: To Vietnam With Baby 
Tale and Typewriter, O 28 


JOB HUNTING 
Atlanta, D 24 
Denver, O 38 
For Beginners Only, $ 30 
Groundwork for Switching Cities, My 31 
Résumés (Ask the Experts), N 16 
Seattle, Je 32 
So You Want to Work Abroad, N 28 
Take a Giant Step, $ 26 


JOBS 
And She Shall Have Music, Ja 20 
Atlanta, D 24 
Big Fish, Little Pond; Little Fish, Big Pond, 
S$ 34 
Denver, O 38 
The Edge of Space, Mr 21 
Expo's Geodesic Genius, Ap 25 
For Beginners Only, S$ 30 
Jobs in Travel, Are They for You? F 33 
Life of the Party, My 23 
The Mayor Is a Lady, My 35 
More Than Child's Play, D 19 
Mrs. Secretary 1968, Je 24 
Seattle, Je 32 
So You Want to Work Abrood, N 28 
Speak Up and Speak Out, D 26 
To Vietnam With Baby Talc and Typewriter, 
oO 28 
Working World Wide, N 23 
Jobs in Travel, Are They for You? F 33 
Just for Fun, S 60 
Keep Your Sunny Side Up (Beauty), Je 31 
Kerr, Mary (Mayor, Sayreville, N.J.): The 
Mayor Is a Lady, My 35 
Krogfoss, Robert B.: On the Side of the Law 
(a monthy feature) 
Kurtz, Margaret: The Tec-Sec, O 65, D 48, My 
61, Je 55 


THE LAST PAGE: Beating the Mail Miseries, 
F 78; But You Are Appreciated, Mr 58; 
Christmas, D 58; Facing Up to a Fire Hazard, 
F 78; The Last Straw, N 66; Learning— 
Where the Action Is, S 88; The Making of 
Math, Ja 62; Making the TV Scene, F 78; 
The Measure of Time, Ja 62; National Secre- 
taries Week, Ap 70; Something Old, New, 
Borrowed, Blue, O 74; We Heard You, My 
66; What About the Children? Je 70 

The Last Straw (Last Page), N 66 

Lawson, Margaret W.: Action Calendar, Ap 34 

Learning—Where the Action Is (Last Page), 
S 88 


LEGAL SECRETARIES 

In Support of Justice, O 33 

On the Side of the Law: Criminal Law, Mr 
47; Duties and Responsibilities, $ 63; 
Education for Legal Secretaries, My 61; 
The High Cost of Not Seeing an Attorney, 
Je 57; The Insurance Contract, F 59; The 
Law of Torts, N 52; Legal Systems, D 46; 
The Professional Course for Legal Secre- 
taries, O 66; Trusts, Ap 57; Wills, Ja 17 


LEISURE TIME ACTIVITIES (see also: Travel) 
Come to a Party, D 28 
Cook Alone and Like It, Ja 36 

Less Than the Best (Let's Talk About), Mr 36 

Let's Go: Around in Cycles, O 18; The Big 
Train That Does, F 22; Come on Columbus! 
Ap 13; A Dutch Treat, My 17; Florida, Mr 
16; HemisFair ‘68, Ja 10; So What if You 
Don't Ski, D 14; Solo, N 14; Take Them 
Along, Je 12; We Want Everyone to Fly, 
$ 14 

let's Talk About: Accepting the Challenge, 
S 44; All That Money Can Buy, Je 43; The 
Double Standard, F 42; 1.C.C.L., O 44; Less 
Than the Best, Mr 36; Money in the Bank, 
Ja 38; Once Upon a Time, D 34; Test Your 
Skill, N 40; What Makes Sally Rise? Ap 44; 
While the Boss Is Away, My 38 


LETTERS (see: Correspondence) 


LETTERS TO THE EDITOR: From Our In Box 
(a monthly department except O) 

The Library Layout (Ready Reference), Mr 32 

Life of the Party, My 23 

Living World Wide, N 32 

The Major and the Martyr, Mr 27 

The Making of Math (Last Page), Ja 62 

Making the TV Scene (Last Page), F 78 

The Man From Uncle . . . Sam (Ready Refer- 
ence), D 30 


MARRIED SECRETARIES 
Yow to Wed and Work, Too, Je 29 
Mrs. Secretary, 1968, Je 24 
My Wife, the Cakewinner, Je 28 


Take Them Along, Je 12 
What About the Children? (Last Page), Je 
70 


MATHEMATICS 
The Making of Math (Last Page), Ja 62 
100% Prepared (Think it Out), O 42 
The Mayor Is a Lady, My 35 
McComas, Mary: Mrs. Secretary 1968, Je 24 
McMaster, John B.: Where's That Paper? D 23 
The Measure of Time (Last Page), Ja 62 
Measure Your Time and Master Your Work, Je 


MEDICAL SECRETARIES: Children as Patients, 
Ja 52; Continuing Education, Ap 55; The 
Elderly Patient, O 63; Finding a First Job, 
Je 56; Getting Ahead, Mr 48; Job Scope, 
$S 63; Medical Emergenices, N 52, D 46; 
Patients’ Questions, My 63 

Merker, Ann (see: Gold, Ann Merker) 

Micro-Makeup for Mini-Purses (Beauty), D 31 

Mind Your Office Manners, N 39 

Money, Lillian: The Major and the Martyr, Mr 
27 

Money in the Bank, Ja 38 

More Than Child's Play, D 19 

Moul, Betty (Secretary to Sen. Jacob Javits): 
To Vietnam With Baby Talc and Typewriter, 
Oo 28 

Mrs. Secretary 1968, Je 24 

Mrs. Secretary: Mainstream 1968 
Note), Je 23 

Music Terms, Ja 49 

My Wife, the Cakewinner, Je 28 

National Association of Educational Secre- 
taries, O 26 

National Association of Legal Secretaries, O 27 

National Secretaries Association, O 25 

News and Views (a monthly feature) 

Nirenberg, Dr. Jesse S.: Is Anybody Listening? 
Mr 30 

Notes and Quotes (a monthly feature) 

Oceanography Terms, $ 61 


(Editor's 


OFFICE ACCESSORIES 
Hour Power, My 28 
Pens Pointed in New Directions, N 36 
Product Points, $ 81, O 14, F 20, Mr 8, 
Ap 19, My 51, Je 63 


OFFICE EQUIPMENT (see: Equipment) 


OFFICE PROBLEMS AND CUSTOMS 

Are You Safe at Work? D 22 

Ask the Experts, Je 14 

How's Your In-Basket Technique? (Think It 
Out), S$ 42 

The Human Side (monthly, except March) 

Is Anybody Listening? Mr 30 

Measure Your Time and Master Your Work, 
Je 40 

Mind Your Office Manners, N 39 

Psych It Out (Think It Out), My 34 

When the Natives Are Restless, $ 29 

When the Pressure’'s On, Ja 26 


OFFICE RELATIONS 
Ask the Experts, Je 14 
Big Fish, Little Pond; Little Fish, Big Pond, 

S 34 
Games Bosses Play, Ja 28 
How Loyal Is Too Loyal? Ap 30 
The Human Side (a monthly feature, except 
M) 

The Major and the Martyr, Mr 27 
Mind Your Office Manners, N 39 
Psych It Out (Think It Out), My 34 

OGA Copy (a monthly feature) 

Oliverio, Mary Ellen: Measure Your Time and 
Master Your Work, Je 40 

On the Side of the Law: Criminal Law, Mr 47; 
Duties and Responsibilities, $ 63; Education 
for Legal Secretaries, My 61; The High Cost 
of Not Seeing an Attorney, Je 57; The In- 
surance Contract, F 59; The Law of Torts, 
N 52; Legal Systems, D 46; The Professional 
Course for Legal Secretaries, O 66; Trusts, 
Ap 57; Wills, Ja 17 

Once Upon a Time (Let's Talk About), D 34 

100% Prepared (Think It Out), O 42 

Out of This World Suits (Fashion), Mr 34 

Pens Pointed in New Directions, N 36 








PERCENTAGES: 100% Prepared O 42 


PERSONALITY AND ATTITUDE 
Big Fish, Little Pond; Little Fish, Big Pond, 
S 34 
Boredom (The Human Side), $ 21 
The Case of the Wandering Mind, F 38 
1.C.C.L. (Let's Talk About), O 44 
The Last Straw (Last Page), N 66 
Measure Your Time and Master Your Work, 
Je 40 
Mind Your Office Manners, N 39 
A Question of Attitude, Ap 42 
Speak Up and Speak Out, D 26 
When the Natives Are Restless, $ 29 
Physiology Terms, Je 53 
Poise Is .-. . (Beauty), Ap 40 
Posture From A to Z (Beauty), $ 40 
Prato, Lou: But It's a Bomb! $ 33 
Product Points, $ 81, O 14, F 20, Mr 8, Ap 
19, My 51, Je 63 


PROOFREADING: The Terrible Typist, D 27 


Psych It Out (Think It Out), My 34 
Puzzle, Shorthand, S$ 78, F 46, Ap 58 
A Question of Attitude (Think It Out), Ap 42 


READING 
Improve Your Reading, Je 34 
Test Your Reading (Think It Out), Je 39 


READY REFERENCE 
Business Card Play, Je 42 
Develop the Dictionary Habit, $ 32 
Grammar: The Fine Points, Ja 30 
In Business Terms, Ap 39 
International Telegrams, N 33 
The Library Layout, Mr 32 
The Man From Uncle. . . 
Searchless Research, F 40 
A Tour of the Capital, O 34 
U.S. Government Publications, My 30 


Sam, D 30 


RECIPES 
Cook Alone and Like It, Ja 36 
Staving Off Starvation, O 35 


RESEARCH 
The Library Layout, Mr 32 
Searchless Research, F 40 


RESUMES (see: Job Hunting) 

Rollason, Peggy Norton: Groundwork for Switch- 
ing Cities, My 31 

Rosenberg, Lisette: Biology Terms, 
Physiology Terms, Je 53 


My 49; 


SAFETY: Are You Safe at Work? D 22 

Schiltz, H.: The Mayor Is a Lady, My 35 

Schmidt, Audrey: Let's Talk About (a monthly 
feature) 

Searchless Research (Ready Reference), F 40 

Seattle, Je 32 


SECRETARIAL DUTIES 

Action Calendar, Ap 34 

Clients, The Care and Feeding of, $ 36 

Crisis! (Think It Out), Mr 26 

The Ed-Sec (a monthly feature) 

How Loyal Is Too Loyal? Ap 30 

How's Your In-Basket Technique? 
Out), S 42 

it's All Talk (Think It Out), F 35 

Measure Your Time and Master Your Work, 
Je 40 

Medical Diary (a monthly feature) 

On the Side of the Law (a monthly feature) 

The Tec-Sec (a monthly feature) 

When the Natives Are Restless, $ 29 

Where's That Paper? D 23 

While the Boss Is Away (Let's Talk About), 
My 38 


(Think It 


SECRETARIAL SPECIALS 
The Ed-Sec (a monthly feature) 
Medical Diary (a monthly feature) 

On the Side of the Law (a monthly feature) 
The Tec-Sec (a monthly feature) 
Secretaries Make Management Media 

Note), Ap 23 


(Editor's 


Shafer, Jack: The Measure of Time (Last Page), 


Shopping Spree (a monthly feature) 


SHORTHAND AND TRANSCRIPTION 
Glossary and Vocabulary Booster, 
59, F 73, My 55, Je 64 
Gregg Shorthand Puzzle, S$ 78, F 46, Ap 58 
OGA Copy (a monthly feature) 
Transcribing Speed Practice (a monthly fea- 
ture) 


S$ 76, O 


SHORTHAND TERMS 
Biology Terms, My 49 
Geography Terms, F 47 
Government Terms, O 47 
More Scientific Symbols and Outlines 
Tec-Sec), F 57 
Music Terms, Ja 49 
Oceanography Terms, $ 61 
Physiology Terms, Je 53 
Technological Shorthand Outlines 
Sec), N 55 
Simply Beautiful (Beauty), Mr 28 
Smith, Ruth H.: Gregg Shorthand Puzzle, $ 78, 
F 46, Ap 58 
So What If You Don't Ski (Let's Go), D 14 
So You Want to Work Abroad, N 28 
Solo (Let's Go), N 14 
Something Old, New, 
Page), O 74 
Speak Up and Speak Out, D 26 


(The 


(The Tec- 


Borrowed, Blue (Last 


SPEECH: Groom Your Speech, O 37 


SPELLING: Word Teasers, Ja 15 


Stalter, Linda (see: Corbett, Linda Stalter) 

Staving Off Starvation, O 35 

Stevens, Catherine: Crisis! 
26 

Take a Giant Step, $ 26 

Take Them Along (Let's Go), Je 12 

TECHNICAL SECRETARIES: Current Aids and 
References, My 54; How to Type Chemical 
Equations, D 48; Job Hunting in Research 
and Development, Mr 46, Ap 61; More Scien- 
tific Symbols and Outlines, F 57; On-the-Job 
Training, O 65; On Your Own, Ja 16; 
Should You Be a Tec-Sec? $ 64; Technological 
Shorthand Outlines, N 55; You and Your 
Boss, Je 55 


(Think It Out), Mr 


TAXES: Why the Surtax? Ja 22 


TELEGRAMS: International 
Reference), N 33 


Telegrams (Ready 


TELEPHONES 
Haute Couture Telephones, Ja 35 
It's All Talk (Think's It Out), F 35 
Telephone techniques (Ask the Experts), O 
22 


The Terrible Typist, D 27 

Test Your Reading, Je 39 

Test Your Skill, N 40 

They Won't Leave Knits Alone 
32 


(Fashion), D 


THING IT OUT! 
Crisis! Mr 26 
Dictionary Know-How, N 38 
How's Your In-Basket Technique? $ 42 
It's All Talk, F 35 
100% Prepared, O 42 
Psych It Out, My 34 
A Question of Attitude, Ap 42 
The Terrible Typist, D 27 
Test Your Reading, Je 39 
When the Pressure's On, Ja 26 
Three Cheers for the Red, White, 
(Fashion), My 36 
Time, The Measure of (Last Page), Ja 62 
To Vietnam With Baby Talc and Typewriter, 
o 2 
A Tour of the Capital (Ready Reference), O 34 
Transcribing Speed Practice (a monthly feature) 


and Blue 


TRAVEL AND VACATION 
Let's Go: Around in Cycles, O 18; The Big 
Train That Does, F 22; Coma on Columbus! 
Ap 13, A Dutch Treat, My 17; Florida, Mr 


16; HemisFair ‘68, Ja 10; So What If You 


Don't Ski, D 14; Solo, N 14; Take Them 
Along, Je 12; We Want Everyone to Fly, 
$ 14 


Jobs in Travel, F 33 

Living World Wide, N 32 

Winter Wondering: Cruise? Islands? F 27 
Typewriting Speed Test (a monthly feature) 


TYPING 
How to Type Chemical Equations 
Sec), D 48 
Typewriting Speed Test (a monthly feature) 
Typing Production Test (a monthly feature) 
Typing Production Test (a monthly feature) 
U.S. Economy and Us, My 26 
U.S. Economy and Us 1975, Mr 24 
U.S. Government Publications (Ready Refer- 
ence), My 30 


(The Tec- 


VACATIONS (see: Travel) 

Van Olinda, Patricia: Are You Safe at Work? 
D 22; The Case of the Wandering Mind, F 
38; Life of the Party, My 23; What About 
the Children? Je 70; When the Natives Are 
Restless, S 29 


VIETNAM: To Vietnam With Baby 
Typewriter, O 29 


Tale and 


VOCABULARY 

Adjectives (Word Teasers), S$ 17, F 16 

In Business Terms (Ready Reference), Ap 39 

Common Writing Faults (Word Teasers), N 
18 

Dictionary Know-How (Think It Out), N 38 

Develop the Dictionary Habit (Ready Refer- 
ence), S$ 32 

Glossary and Vocabulary Booster, $ 76, 0 59, 
F 73, My 55, Je 64 

Misused Verbs (Word Teasers), D 13 

Often Confused Words (Word Teasers), Je 
16 

Pronouns (Word Teasers), Ja 14 

Pronouns and Antecedents (Word Teasers), 
D 12 

Vocabulary (Word Teasers), S$ 16, F 16, Je 
16 


WORD TEASERS: Common Writing Faults, N 
18; Confusing Word Pairs, Mr 15; Conjunc- 
tions, Mr 14; Misused Verbs, D 13; Plurals 
and Possessives, F 17; Pronouns, Ja 14; 
Pronouns and Antecedents, D 12; Sentence 
Structure, Ap 16, My 14; Spelling, Ja 15; 
Spelling: U.S. Cities, O 11; Subject and 
Verb Agreement, $ 17; Using Prepositions 
Correctly, © 10; Vocabulary, S 16, F 16, 
Je 16; Who/Whom, N 18 

A Walk on the Soft Side (Beauty), F 41 

Wallace, Naomi (Secretary to R. Buckminster 
Fuller): Expo's Geodesic Genius, Ap 25 

We Heard You (Last Page), My 66 

Weary of Predictions (Editor's Note), N 21 

What About the Children? (Last Page), Je 70 


What Are You Giving This Year? (Editor's 
Note), D 17 

What Makes Sally Rise? (Let's Talk About), 
Ap 44 


When the Natives Are Restless, S$ 29 
When the Pressure’s On (Think It Out), Ja 26 
Where's That Paper? D 23 
While the Boss Is Away 
My 38 
Why the Surtax? Ja 22 
Wightwick, Edie: Take a Giant Step, $ 26 
William Shakespeare Discusses Today's Secre- 
tary, My 52 
Wilson, Virginia M. (Secretary to Cmdr. John 
Gano, E.0.D. Head): But It's a Bomb! $ 33 
Winter Wondering: Cruise? Islands? F 27 
Wodraska, William: How to Keep Your 
From Havng a Heart Attack, Ap 28 
Working World Wide, N 23 
Writing Business Letters, F 36 
Writing Social Business Letters, Mr 33 
Zippy Cities: 
Denver, O 38 
Atlanta, D 24 
Seattle, Je 32 


(let's Talk About), 


Boss 





Anderson, Vera: Never Trust a Philodendron,! 
My 39 

Andrew, Sister M. Marguerite: A Tale of Two 
Secretaries," Je 45 

Anton, Barbara: A Legacy of Gems.) Ap 45 

Bloomstein, Morris J.: (WS:j,)"% O 51 

Braun, Lee: Nine to Five Home,” N 44 

Class, A.: A Younger Image, * $ 49 

Dorsey, Sharon: The Spy With a Cold Note- 
Book,” § 52 

Ferrie, Anne Lyons: Mynxie's Mixed-Up Mar- 
ket,’ Mr 39, Ap 53 

Filing a la Luck,® Ja 51 

The Folks Who Live on the Hill, Ap 52, My 
48, Je 52 

Hale, Alex: Filing & la Luck," Ja 51 

Hamlin, Barbara G.: Letter to a Friend,S Je 44 

Hodg~s, Peagy: The Rubber-Tired Tree,“ D 35 

Huber, L. J.: Meet Miss Higgins,S Mr 37 

Hughes, Nona L.: You Can't Fight a Form 
letter, ™’ D 39 

Jablonski, Madeleine: Leisure, What's That,?! 


INDEX TO SHORTHAND STORIES 


Jermane, Lillian Westbrook: The Question and 
the Answer,’ O 45 


Kofink, Darlene M.: Steno for Profitand . . . ,% 
F 43 


A Legacy of Gems,” Ap 45 

Leisure, What's That,2 § 51 

Letter to a Friend,S Je 44 

A Masterful Compromise,”! D 37 

Meet Miss Higgins,S Mr 37 

My Wife, the Secretary,” Ja 39 

Mynxie’s Mixed-Up Market,2’ Mr 39, Ap 53 

Never Trust a Philodendron,” My 39 

Nine to Five Home,”’ N 44 

Olde, S.: My Wife, the Secretary,” Ja 39 

100 Years of ‘‘Qwertyviop,''”’ Je 50 

The Prime of Life,™ Ja 46 

Progress Progress Progress,5 F 45 

The Question and the Answer,”) O 45 

Quinn, Mildred: Thank Heaven for Thanks- 
Giving, N 41 

The Retiring Miss Marley,)! F 49 


Richter, Margaret: The Retiring Miss Marley,’ 
F 49 

Rohn, Fred H.: The Prime of Life,?’ Ja 46 

The Rubber-Tired Tree,S D 35 

Shimko, A. E.: 
D 37 

Sproul, Al: The Folks That Live on the Hill,% 
Ap 52, My 48, Je 52 

The Spy With a Cold Notebook,)! § 52 

Steno for Profit and , DIF 43 

A Tale of Two Secretaries,” Je 45 

Thank Heaven for Thanksgiving,® N 41 

Van Steenwyk, Elizabeth: With This Ring,* O 
49 

Walker, Josephine: 100 Years of ‘‘Qwer- 
tyviop,""Y Je 50 

Wells, Barbara: Progress Progress Progress,5 
F 45 

With This Ring,S © 49 

ws:j, » O 51 

You Can't Fight a Form Letter,”’ D 39 

A Younger Image,” $ 49 


A Masterful Compromise,’ 
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